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OBJECTIVE:
To hold responsible position, where I can learn and apply my knowledge & experience. Keen to learn and implement new methods with proven results collaborative team player and with abilities to coordinate and communicate with others.
PROFESSIONAL SUMMARY:
Accounting professional with over ten years of experience, possesses multiple skills covering many financial areas such as laws, cost control principals, ledger analysis, financial statements, budgeting, auditing practices, taxation and economic regulations.
Experience: 
Company Pvt. Ltd.
Finance Assistant



 October 2013 – September 2014
· Carried out the calculation of the payroll, including overtime, for all staff on the basis of valid contracts. 
· Prepared the internal invoices for the personal use of assets. 
· Maintained payment record of all invoices received. 
· Maintained payee statement records for all suppliers. 
· Carried out payments of all regular area office expenses such as office rental, telephone bills, advances, etc. 
· Ensured the management of the data file and the appropriate filing of the electronic and hard copies of the financial documents and reports 
· Ensured a regular monitoring of the bank account(s). 
· Prepared the planning of the financial needs for forthcoming periods.
United Nations Children's Fund (UNICEF) 
Finance Assistant 





July 2010 – September 2013
· To checked the Accounts and Vouchers of Implementing Partners as per Cash Advance Guideline (CAG) UN Standard. 
· Assist in staff’s travel for raising TA, security clearance, arranging accommodation etc.
· Arranged appointments, receives visitors, places and screens telephone calls, answers queries with discretion, responds to routine requests for information and assists in making travel arrangement.
· Maintained office records and reference files on various subjects Carry out data entry and retrieves information including the maintenance of section library and documents
· Knowledge of the statutes, rules, and regulations applicable to the types of entities audited.
· Assist in the arrangements of meetings/workshops organized by UNCEF
· Managed administrative function and establish internal administrative systems and controls
· To assist in Spot Check Report and FACE Form.
· Valuable Knowledge of VISION and ProMS (Unicef) 
· Performed other duties, as required
COMPUTER SKILLS

· Certificate in MSOffice & Internet Management

· Certificate in Microsoft Word from Computer Collegiate

· Certificate in Optical Fiber from Telecommunication Foundation Islamabad.
Professional Accountancy SKILLS
· Skill Development Council & SITE Association of Industries Karachi.

· PeachTree (Accounting Software)

· QuickBooks (Accounting Software)

· Tally (Accounting Software)

· Advance Excel

· Capable of handling All works related to above Software

· Enterprise Resoures Planning ERP

Qualification
Graduation: Bachelors in Commerce University of Karachi
PERSONAL INTERESTS:

 Cricket, Snooker, Hanging Out, Net Surfing, Music, Gym.
PERSONAL DETAILS:
Date of Birth:



29-May-1987
Marital Status:



Single
Nationality:



Pakistani
